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Logging On to CurricUNET

To get to the CurricUNET program, you need to enter the web address
http://www.curricunet.com/crafton into your web browser. Internet Explorer
works best for PC computers and Firefox works best for Macs.

Once on the CurricUNET site, you will need to log in, if you do not know
your login or password, please contact the curriculum chair and these will be
given to you. Once logged in, you can change your login or password. If
you ever forget your login or password, contact the curriculum chair to
retrieve this information.

Search

CurricUNET allows you to search through existing course outlines using a
variety of search criteria combinations.

1 Scroll down to the Search area
2 Click the desired Search link

3 Enter criteria into one or more fields

Security

CurricUNET is only available to authorized users. Each authorized user is
assigned a user name and password. Your user name and password identify
you to the CurricUNET system. Only the originator and other authorized
users have the ability to view and edit a course proposal in the pre-launch
state.

Functions are also assigned to each user. The function allows the user to
approve course proposals at a given time. See approvals.


http://www.curricunet.com/crafton
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This icon, when clicked, allows a user to view a Course
Syllabus. (Not Currently Available)

This icon, when clicked, allows a user to view a Course
Comparison Report.

This icon, when clicked, allows a user to edit individual
instructor syllabi. (Not Currently Available)

This icon, when clicked, opens your word processing
program so you can view a word format.

This icon, when click, allows you to view, edit or create
user approval functions.

This icon, when click, allows you to view, edit or create
user originator functions.

This icon, when click, allows you to view, edit or create
user roles.

This icon, when clicked, allows you to view help pages

This icon, when click, allows you to spellcheck the
information you have entered into a text area.

This icon signifies if a course or program area is
complete.

This icon, when clicked, copies an existing course for
modification and new course submission.

This icon, when clicked, deletes a course, program or
other information.

This icon, when clicked, allows you edit general
information.

This icon, when clicked, allows you to insert above.

This icon, when clicked, allows you to insert below.


http://www.curricunet.com/Valencia/reports/course_compare.cfm?courses_id=1843�
http://www.curricunet.com/moraine/build/courses/r_builder/edit_report_main.cfm?courses_id=60�
javascript:opnHlp('/moraine/help/edit_help_form.cfm?screen_path=/admin/look-up/assignment_types.cfm&form_field_name=Description','650','450')�
javascript:checkSpell(document.cou.assignment_type_desc)�
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Approvals

Overview

Once you create a course, it is automatically put into the approval process.
The first step, Origination, will already be complete. You can stop the
process at any time, up to the launch, by deleting the course. Once the course
has been launched, you can no longer edit or delete the course.

There will be several individuals reviewing, approving, suggesting changes
to and possibly disapproving your course. After each approval step is
completed, an email will be sent to the appropriate people notifying them of
the step completion. As the originator, you will need to launch the course
once the Articulation Officer, Librarian Multimedia Specialist, Assigned
Discipline Dean Review and Discipline Faculty Review approval steps have
been completed. You will not be allowed to launch the course until all course
entry screens have been marked complete. By launching, you send the
created course into the final approval process.

You can track each step of the approval process by clicking the My
Approvals text link on the main menu and selecting a role from the drop
down list. Once you are at the approval screen, you will see a list displaying
the steps needing processed. If all previous required steps have been
approved, you will be able to click on the Action button and a pop-up
window will appear where you can enter comments and select an action.

To get out of the screen, click the back button on your browser and you will
be returned to the main approval screen.
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Approvals Area Selection

This screen shows the courses, programs and packages currently in the
approval process.

The subject area, course, program or package humber and the step and level
for each course, program and package in the approval process will be
displayed. To the right of this information there is an Action button. When
you click on this button, it allows you to view the approval process step that
the course, program or package is currently in.

a CurricUNET - Microsoft Internet Explorer

Fle Edit ‘iew Favorites Tools Help

eBack . | \ﬂ @ ;j /__‘J Search \:‘:(Favorites 6‘2 [-’\v ; — ﬁ ‘3

Address ‘@ httpe ffww, curricuniet, comfCraftanftrackf approvalfapprosal_main, cfm v| GO Lirks
: Crafton Hills’ Craﬂ:on Hi"S:
\ .

7\ CurricUNET, College

e, Kim

= Approval Process Help

?TC[::;EUNET b Select Role | Department Head hd
L Approval Process m Help
Links There is currently ne
Governet help available for this
Special Characters S
Taxonormy 7 W (3 V5 (1 ENGL 300 Curricunet Test course *Pending® page.

Kimberly Salt

Step: Department Head Lewvel: m
z2.00

You have no Approvals. -

You have no Approvals.

%

s

O Inkernet
—




Standard Approval

This is the standard approval screen for all the approval steps.

On this screen you will see important course, program and package
identification information as well as an area to enter comments. The last item
on the screen is a list of actions that can be taken on the approval step. This
list changes depending on which step the approval process is in.

Select an Action from the drop down list and click on the Save button in the
lower right hand corner of the screen. This will save your action and
comment, move the course, program or package to the next approval step and
return you to the Approval Process screen.

Note: You must select and save an Action or the approval process will not
continue.

a CurnicUNET - Microsoft Internet Explorer El
'll

File Edit View Favorites Tools Help i

eaack - Q |ﬂ |§| :] /',_7 Search ‘f\“_(Favnrites & - :’; =03

Address |€| hkkp: f fuma, curricunet . comyCrafton /track) approvalip_audit.cfm?steps_id=18%proposals_id=12 V‘ Go | Links

Crafton Hills® H
/_\ fton Hi . Crafton Hills
: CurricUNET College
m _ Help
Approval Process Ifake comments in the
fTCurr':cUNET Home Course ENGL 300 Curricunet Test course cotment text box
rac .
L Approval Process LCLEE] New Course Crafton Hills Select action from the
- Tyne drop-down memi. MNon-
Links Step Departuent Head suppott of non-approval
Governet e
S el e Description Department Head requires an explanation.
Taxonory Im m

Comments

petion

d

Governet

él @ Internet
—
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Originator Approval (Launch)

The originator will not be able to launch a course, program or package until
all previous approval steps and entry screen sections have been completed.

This screen is where the originator will launch the course, program or
package into the final approval process.

Once all approval and entry screen sections have been completed, the course,
program or package can be launched into the final approval process by
clicking on the Submit button and then clicking the Create Approval Process
button.



11

Course Qutline

Creating Outline Reports

To create an outline report for a course or program: Find the course/program
information by using the search screens.

To search for a course: Click on the Course text link found in the Search
section of the main menu. This will take you to the Course Search where you
will enter the search criteria and click OK. This will take you to the Course
Search Results screen.

a CurricUNET - Microsoft Internet Explorer ‘:”E‘E|

File Edit vwiew Favorites Tools Help ,'

eBack o > | |ﬂ @ h /.j\l search \;E(Favuntes e} g - ..__7 [ - ﬂ ﬁ
Address |£J htbpsf e, curricunet . com/Craftonfsearchicourse/

/ Crafton Hills® Crafton Hills
N

CurricUNET College

- | Go  Links

@ A11 O Active O Approved
& CuricUNET Home Status .
L Gearch O Historical O Launched O Pending
Search Discinfi | -all- v‘ Help
Course Search for course
Program Course outlines. Active courses
_Weti® Number are those currently being
Links o
Governet Course | | offered. Historical
Special Characters Title [Jintcude 10ng sisle seazch courses are past course
Tasnnarry m outlines which are no
longer being offered.
Pending are course

outhnes winch have not
been approved

JEon | mors |

Governet

ﬂ O Internet
=
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On the search result screen, clicking the & icon will generate a PDF
document for you to save or print out as you see fit. When you click on the
icon you will be asked if you want to save the document to disk or open it. If
you choose to open it, your word processor will be launched and the report
will be displayed.

Note: This document is a report only. Any changes made to the document are
not saved in the system. Any changes to courses or programs must be made
using the CurricUNET system.

X
",l

; CurricUNET - Microsoft Internet Explorer ‘Z”E‘

File Edit Wiew Favorites Tools Help

eBack @ J |ﬂ @ _;\] /.__\J Search {‘\'{Favurites €‘} [_’\'v ; ﬁ ﬁ

Address |@ httpef e, curricunet . com/Craftonfsearchicourse/course_search_result.cfm V| Go Links.
; Crafton Hills® Crafton Hills A
N —
/\CurricUNET College

teame, ki B coerrreaus I Legend
Log Out] 2
o Actions Discipline Course Number Title CJ course Impact Repart
fCurricUNET Home & 7 CHEM 087 Problem Solving and Ztudy
Search skills for Chemistry *Active* **New

Vﬁ Course Outline Report

" Course Changes

Search Course** Report
Course Crafton Crafton
Program . Edit
Usegrs i 47 CHEM 101 Introduction to Chemistry
Links *Active* **New Course** = Copy
Governet Crafton Crafton
Special Characters W 7 CHEM 102 Introduction to Organic Help
Taxonary Chemistry *Active* **lew Course** Click on the WE icon to

crafton Crafton wiew a course outlne

vﬁ ﬁ CHEM 150 General Chemistry I Click on the Copymon

+ £ a% o .
Aotive New Course to copy a course to edit

Crafton Crafton Clicke More for

& / SHEM 151 seneral Chemistry II Chuidelines on Course
Active* **New Course**
Ccrafton Crafton Revsion. b

V& 7 CHEM Z1Z Organic Chemistry I @m
*Pending* **Course Modification**
¥elly Boehinger

V& 7 CHEM Z1Z oOrganic Chemistry I
*Active* **New Course**

e B Pl

@ Done O Internet
s

4
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Proposing Courses/Programs

New Courses

There are two choices available for creating a new course. You can create
one from scratch or copy an existing course and make the needed changes.

To create a new course: Click on the Courses text link found in the Create
section of the main menu. This will take you to the My Courses screen
displaying courses already in the system. Click on the Create text link which
corresponds to the course type you will be creating. This will take you to the
screen where you will enter the course information and continue to complete
the steps necessary to create a new course.

a CurricUNET - Microsoft Internet Explorer E”E‘E|
File Edit wiew Favorites Tools Help ,'
@ Back = () |ﬂ @ ;‘J /-\J Search ::1:/ Favarites  {£<) < - \f’. = ﬁ ‘i‘i
Address |ﬂj hkkp: f v, curricunet .com/Craftonfbuild/coursesjcreate_course.cfm V| Go Links

H L) -

_/\ 2 Crafton Hills
ZA\CurricUNET, College
2 = Create New Course Help

B(i:illr(:mUNET Home Discipline* Spell Check
L courses Course “ Indicates Required Field
Number* :I
Courses
Creats Gourse Course Title * | Help
EM Cnquanlajst Catalog There is currently no
ourse ate intion *
Wl P Description help available for this
Governet page
Special Characlers
Taonomy e maxa |
Schedule
Description
I
Governet
él O Internet

To copy an existing course: Search for the course you want to copy by using
the Course text link then searching for the course you would like to copy.
The search results screen will display a list of courses already in the system.
To the left of the course information, you will see several icons.
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The ¥ icon is used to create a PDF document of the course.

The # icon takes you to the Course Construction screen where the course can
be edited.

The icon is used to copy most of the existing course for modification and
new course submission. Clicking this icon will take you to the New Course
screen where you can make needed changes and then continue on to the
Create Course entry screen to complete the steps necessary to create a new
course

Note: The approval steps are the majority of the course that will not be
copied when using the copy icon. All of the assignments etc... will be
copied.

a CurricUNET - Microsoft Internet Explorer ‘:”E‘E|

File Edit vwiew Favorites Tools Help ,'

eBack o > | |ﬂ @ h /Ai\l search \j;(Favuntes e} < - ..__\7 ﬂ ﬁ

Address |£J httpsf v, curricunet, com/Craftonfsearchicourse/course_search_result.cfm V| Go Links
X Crafton Hills? Crafton Hills &
7\ CurricUNET College

aim [ Gourse Search Results
Log Out]

& Actions Discipline Course Number Title (i Course Impact Report
CurricUNET Home 3
W 7 P3YCH 100 General Psychology %CourseOu‘llineRepDrt
*Pending* **Course Modification** f-.c Ch
Search Susan Shodahl S AL
Course N BEpOL
W 7 PSY¥CH 100 seneral Psychology )
ATCEIETi *hctive* **New Course** Lot
Users COW
Links Crafton Crafton
Governel V& 7/ PEECH 107 Personal and omial
Special Characters Adjustwent *Active* **New Course** Help
Tasnnorry Crafton Crafton Click on the WR icon to
i i? P3¥CH 103 Theories of Personality wew a course outline
CREEA Fllio G Click on the Copy icon B
Eraifzen Gratitnm to copy a course to edit.
vﬁ ﬁ? ESYCH liEl*A:.anrmal Psg:hology Click More for
Active Hew Course Chiidelines on Course
Crafton Crafton X
Revision.

Vi ﬁ PSYCH 112 child and adolescent

Psychology *Active* **New Course** mm

Crafton Crafton
W 7 PSYCH 113 adulthood and 0ld Age
*hotiver *HPNew Courset®

Crafton Crafton
W& o P - o = = - = < et

ﬂ Done @ Internet
=
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The Search Area

The search area is broken into three catagories: Course, Programs, and Users.

You can search each of these categories by clicking on the text link found in
the Search section of the main menu.

Course Search Results Screen

After performing a course search, you will be brought to this screen. This
screen will display a list of courses matching the search criteria you have
entered. To the left of the course information, you will see several icons.

The ¥ icon is used to create a PDF document of the course.

The icon is used to copy most of the existing course for modification and
new course submission.

a CurricUNET - Microsoft Internet Explorer

File Edit vwiew Favorites Tools Help
A, — A : -
- ) ) =7, - d= ﬂ 3
e Back < |ﬂ @ _lj y Search . Favories e} = _‘i
Address |£J Rkkp: f v, curricunet .com/Craftonfsearchicourse fcourse_search_result.cfm V| Go Links
Crafton Hills® H s
7\ CurricUNET, S e
 Kim L Gl Course Search Results Legend
o ~ —
i Discipline Course Number Title (l Course Impact Report
f CurricUNET Home W 7 cI5 091 college Keyboarding and File Y)ﬁ(ﬁourse Outline Report
Search Management *Active* **New Course** o @ o
Search Catherine Pace-Pegueno Repo:')lurse anges
grnnurrsaem vﬁ 47 ¢IS 093 Beginners Basic Computing Edit
8 *Pending* **New Course**
Users Copy
Links Michael Dawvenport
Governet W J ©I% 101 Information Technology
Special Characters *hckive* **New Course** Help
Tasnnorry Catherine Pace-Pegqueno Click on the WER icon to
i i? I3 103 Programming in Visual Basic wew a course outline
*Active* **New Course** Click on the Copy icon
Catherine Pace-Pegueno to copy a course to edit.
vﬁ ﬁ? fiS 104 V:\.sufi. Basic 2005 *Pending* Click More for
lew Course Guidelines on Course
Catherine Pace-Pegueno .
. FRevision.
=) & ase Concepts an =sign
W # By cIs 105 Datab c Pt d Desig
*Active* **New Courset* mm
Catherine Pace-Pegueno
W 7 CI5 109 Operating Systems and
Environments *Active* **lew Course**
Catherine Pace-Pequeno
w8 o mom ann ono o - b
Done Internet
£l ®
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The Course Construction Screen

This screen is available only while the course is in the development stage.
Once a course has been launched, modifications can no longer be made.

The construction screen consists of three sections. The first section contains
descriptive information about the course or program such as the subject,
course number and title, etc. This section also contains the Add Co-
Contributor text link used to add co-contributors to the course or program.

The second section contains the Course Checklist. This consists of the
different areas of course/program development. To the left of each area is a
checkbox. The box will be blank if the area has not been marked as
complete and will show a checkmark if it has been marked as complete.

The third section of the construction screen is the Help section.

3 CurricUNET - Microsoft Internet Explorer,

Elle Edit W¥ew Favarites Tools Help
. n E
QBack A | Iﬂ \EL‘ 7'_\J pe ) Search <7 Favorites {‘? -z [=H iﬁ ‘_'f‘

Address ﬁj hittp:ffwmwy, curricunet, comy'Crafton/buildfcoursesic_builder/edit_course_main.cfrPcourses_id=463 e . Go Links

Crafton Hills’ i
/-\ P i ol UNE Crafton Hills
[ urric I College
im Course Checklist
Course Construction Main Menu Main
f CurricUNET Home Course Number  130x4 O cover
‘E:"(I;;urses Course Title Rehearsal and Performance 2 UL
L Edit Course Short Title Rehearsal and Performance O abjectives
- Co-Contributor(s) Thezre are no Co-Contributors for this Q Course Content
Edit Course R course. 0 Methods of Evaluation
180x4 Add a Co-Contributor (u] of Instruction
Rehearsal and
Performance U Distributed Education
MUSIC-Music O Resources

Crafton, Crafton L Additional Resources

o .
Links Entrance Skills

BT B Requisites
Special Charactars 2 Library
Taxonory D General Ed

O Attached Files
O CodesDates

Help

This page contains
basic information for a
course,

it B more |
= @ Intermet
L

You can move directly to any checklist area by clicking on the text links.
You can do this even if the area has been marked as complete. Once an area
has been marked complete, you can open it for editing by entering the area
and clicking the Unlock button at the bottom of the screen.

Once all of the areas have been marked as complete, the course is ready to
start the approval process. Once launched into the approval process, changes
can no longer be made and the appropriate people will be notified that the
course needs review and approval.



Proposing Courses/Programs 17

Course Screens

If at any point while in the entry and edit screens, you want to leave, you
MUST use the save and finish button on the bottom of the screen or much of

your work may not be saved.

Cover

This screen is where most of the descriptive information is entered about a
course. When you are finished entering information click “Save”. If the page
is complete, click “Finish”. You will notice this will place a check mark in
the box next to the page in the Course Checklist as well as lock the page for
editing to show it is complete. This is the same for every page in the Create
Course process. Keep in mind most sections of this page must be filled out

before it can be marked as complete.

2N CurricUNET - Microsolt Intesmet Explorer
Dl [t Wew Fgvorkes  Jook el

Qus - ©Q  [x] [ &b Pswar fprmne @ 2- L HE B

w24 | 8] Wb o cxrrieuet com) Craftenbuddeome seife_buldero_eirver i

Crafton Hills
College

[E=]eS)

v | s

Main
B CurrlcUMET Home 0 Cover
L= Build B Linits Hown s
L] [ O Otgectives
Edm (f‘lﬂ L] O Coumse Content
Edit Cowrse "R O methods of Baaiation
fzl 8 Methods of stiuction
Buckkecping A e
e Coumso TRl cukknepin B
Thyberg, Steve B L ] @ Ressurces
Short itk Ln.mm. meping W Addimional Resom ces
LI!IELS‘ Cross Cowrse | -- Select Discipline-- - U Cerance Skils
Cross Listed O Requisies
Comse O Liteary
Catalog Fimdssentals of bookkeeping, O Geteaal Ed
Descliption inciuding recording transactions in O attaciied Fes
jcuznals and use of comtrolling O Codes Dates
nccounta and related schedules.
Fractice in opening, sdjusting and
cloxing waztous professional seta of Legend
loooks, Recomsended for cccupational
atudents and those Ceguiring G
srepazatory tzaiming before taking Help
accT 2on, 7
 Detet
Py N L

Units/Hours

This is where you will enter/edit course information such as lecture and lab

hours, work experience, etc. and if the course is repeatable.
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3 CurricUNET - Microsoft Internet Explorer

Fie

Edt View Favorites Took  Help

A i 5 B
Q- © HRAG Lo o= @ - LHE B
Addrezs | €] https ffwww,corricunet. comfCrafton/buldfcoursesfc_builderfs_dsscription, cm?unlock=1 v B ks

CrafLuit s

7\ CurricUNET,
Please Remermber To Save Work Before Navigating OF OfPage |G SIS I

Main

cUNET Horme Page Last Saved on Friday, Nov 18, 2005 ar 1235 PM Bl
L Comrsas By Crafton Crafton & My
> Q Objectives.
L Eant Course Class Hours =
= Course Content

_ |Variable Hour
Edic Cowse R Exist ves: O wo: © 3 Methods of Evaluation

Bookkeeping Unit: Min: 8 Methods of Instruction

Q Distributed Eduration
@ Resources

ACCT-Accounting

Lecture Hours
Thyberg, Steve

Min;

Links I win: ] 8 Additional Resources
[Work il
Governet Eetience  Min: ] O Entrance Skills
Special Characters - O Requisites
Taxonormy Field Hours Min: l:l Q Library
Clinic Hours ~ Min: I:l Q General Ed

Q Attached Files B
Q CodesDates

Times Taken

RD
Credit options | "° Spell Check
Help
7 Eat
¥ Dolete
C Move ftem Un. 8

8] 0 Internet

Objectives

The purpose of this section is to convey the expectations of what students are
able to do after successfully completing the course. In a well-integrated
course outline, course objectives are the basis for the rest of the course
outline.

CurricUNET - Microsoft Internet Explorer

Fle Edit Wew Favortes Tools  Help
e Back - () |1l] |§] ) /.U Search ¢ Favartes {§2)
e | ] htp: v, curicunet. comfCraftonfbuitcoursesfc_uider/e_obiectives.ofm7unlock=1 B ks
|m‘7 Course Objectives Main i
o LRI G Page Last Saved on Tuesday, Wov 15, 2005 at 10:46 AM 8 cover
Build & units Hours
Dl By Kimberly Salt 0 Objects
L Edi -
Edit Course Create Heading  [] 0 Taxonomy
Edit Course "R Objective Text  Upon satisfactory completion of the @ Course Content
101 course, students will be ahle rta: @ Methods of Evaluation
Introduction to a N i
Chemistry Methods of Instruction
CHEM-Chenistry O Distributed Education
Crafton, Crafton @ Resources
: Q Additional Resources
Links 2 .
Governet Entrance Skills
Special Characters 8 Requisites
Taxonomy Q Library
m O General Ed
U Attached Files
O CodesDates
Upon satisfactory completion of the course, students
will be able to:
Legend
J 4 ¢ G ! Explain end utilize the metric system,
including: Spell Check
J ¢ oG 2 Metric units (mass, length, volume, time, Help
TEMPEratUre) 7 Edit
J & C G 3. Merric prefixes v
# Delete
7 & C G 4 Caloulations and conversions € Move kem Up
J & ¢ G 5 Perform measurements in lahoratory setting, G Move ftem Down
including: “ Indicates Required Field
7§ C G 6. Mass
7 &G 7. Length
J 8 C G s volume Help
y ;
7 4¢G5 Tine There 13 currently ne 2
&) er\temat
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Course Content

This is where the course’s content is entered in outline format. Tools are
available on this page to format the outline properly, as well as a spell check
tool.

2l CurricUNIT - Microsoft Internat Fxplorer [9=1
Fle BB few Fgestes  Jook  Heb i
an > R g " Jsemet e @) (- L [ a3
A - comc -_buabderfe_cuthre. chmiuriocks1 v|EJoo s
e -
B CumpicUNET Home Pag: B Cover
Li.-dm”; 2 Units Hours.
@ dbjoctims
e lakace I — = O comse Conr
Lt Course R = o B Metiods of |
oz - @ Mettionts of |
Maa# Coamuricaticn D Oitibweds
B Society Dt L i Sk .
- @ pesources
Cemmuniention B U u SEE O 0 Adaional B
Ceatron, Cratean |2 Eramca 8
Links A [ntroduction ta Mass Comsminicasion B Requishes
et 1. Model of Mass Commicication O Lawary
Spetial Chasactens 2 Media in America 2 Gameral 4
U 3. Funttions of the Media 0 Attacthed F
A Theories of Mass Mediajs Effect on Society S Codes Date:
5. Rele and Effect of Mars Meda
o Personal | Legd
b Polscal
¢ Socio-economic e
6 Factors affecting Mass Media o
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Methods of Evaluation

This screen is where you will enter /edit the methods of assessment. This
section defines the ways students will demonstrate that they have met the
objectives. Tools are available on this page to format the information, as
well as a spell check tool.
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Methods of Instruction

This page is used to document the methods of instruction used for the course.
This list should be of methods that are usual and expected. Place a check
mark in all methods that apply and/or list custom methods in the “Other
Methods” section.
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Distributed Education

If the method of “Distributed Education” is selected on the Methods of
Instruction page, the Distributed Education and Contact Type links in the
Course checklist will become available to edit. Enter the appropriate
information and save and/or finish the pages.
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Resources

On this screen you will be able to enter all resources related to the course,
such as books, manuals & periodicals. Click “Add” in each section to add
either a book, manual or periodical. When you are finished entering
resources click the “Finish” button at the bottom of the page. (Note: When
entering a textbook edition only place the number in the area, curricunet will

add “th” or “rd”.)
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Additional Resources

If additional resources need to be entered that do not fit under books, manuals
or periodicals, they can be entered here. Add each resource separately by
typing the information in the textbox and clicking “Add”. Each resource can

then be edited by using the (’? ) or deleted by using the ( 1 ) icon.
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Entrance Skills

On this screen, you are able to enter all the entrance skills needed for the
course. You can choose the type of entrance skill by using the radio button to
select either requisite skill or recommended skill. Add each skill separately
by entering information into the textbox and clicking “Add”. After a skill has

been entered, it can be edited by using the (i?) icon, deleted by using the
( ; ) icon, or moved up or down in the list by using the (":') or (C..) icon.
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Match Objectives

You can match objectives for each skill by clicking the “Match Objectives”
link next to the skill. (NOTE: In order to choose, a prerequisite course, you
must have some of the entrance skills matched with the exit skills of the
prerequisite course.) Do this by choosing a Discipline and Course. You will
then see a list of objectives, to use these, place a check mark in the box next
to each objective you want. Each objective will then show next to the skill
on the Entrance Skills page. You can remove and objective by clicking the
“Remove” link next to it.
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Requisites

This screen is used to list requisites for the course. Use the drop down box to
choose the type of requisite and click “Add”. Fill in the appropriate
information and click “Add” again. After a requisite is added, you can edit it

with the ({f‘) icon, delete it with the ( 1 ) icon, or move it up or down in the

list with the (":') or (':") icon. (NOTE: You can only select a prerequisite
if you have matched your entrance skills!)
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Library

This screen is used to enter library resources.
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General Education/Degree/Transfer Course

On this screen choose what the course is proposed for from the drop down
box and choose the appropriate options. Note: if you are proposing a course
as a general education course, you must justify it in the Need for the Course
on the cover page.
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Attached Files

This allows you to upload files to attach to the course outline such as samples
or appendices.
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Creating a New Program

To create a new Program, click on the “Programs” link under the Build area
of the main menu on the left hand side of the screen. Then click the “Create
New Program” link under the Programs menu. This will bring you to the
Create New Program entry screen. Enter the appropriate information and
click “Save”.
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Program Construction Main Menu

You will then be taken to the Program Construction main menu. Here you
will see the information you just entered to start creating the new program as
well as a link to add a Co-Contributer. You will continue to build the
Program using the Program Checklist on the right side of the page. Click on
the link for the next screen in which you would like to add/edit information.
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Cover

This screen is where most of the descriptive information about the program is
entered. When you are finished entering information click “Save”. If the
page is complete, click “Finish”.

/2 CurricUNET - Micrasoft Internet Explorer EEX
Dl Lt wew Favootes Took  lieb >

euuk - 1] i" ::: /....'_“m -::'r:'rames & 2% =l <

Fraogram Checklist

*New Frogram*
Program Tile  [Test Hain
Uepartment BIOLOGICAL SCIENCES AND CHEMISTRY e
= = = O pescription
Award Type &G, Degree w O Piogeam Block
it Progrom “H Propaval iormation o einions
o Fromans Proposed Stant vears [ | Semeater: | Spring ¥ gr‘::‘“’
fiEnle, Fimnerl Program Goals.
Links

Spacial Characters
Tasanary Spell Check

Program . * naicaties R o1l Field

Hedp
There is camently ne

help svalable for this

Page

I£] oo

Description

This screen is used to enter the program description. Editing tools are
available to properly format the description, as well as a spell check tool.
Keep in mind this will be the description that will appear in the College
Catalog.
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Program Block Definition

This screen is where block definitions for the program will be entered. You
can also choose whether to have the units calculated or list a range. When
you have entered the appropriate information, click “Add”. Once a definition

has been added, it can be edited by using the (i?) icon, deleted by using the

( 1 ) icon, or moved up or down in the list by using the (":') or (C.) icon.
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Program Courses

After a definition has been added, you will be able to add courses to it by
clicking the “Courses” button next to each definition. Each course is added

separately by filling in the appropriate information and clicking “Add”.

When you are done adding courses to the definition, click the “Done” button.
This will take you back to the definitions page where you can finish.
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Attach Files
Here you can upload files that you want attached to a program.
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Program Modification/Deletion

Recall that the search area is broken into three catagories: Course, Programs,

and Users.

You can search each of these categories by clicking on the text link found in

the Search section of the main menu.

Program Search Results Screen

After performing a program search, you will be brought to this screen. This
screen will display a list of programs matching the search criteria you have
entered. To the left of the course information, you will see several icons.
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The W icon is used to create a PDF document of the course.

The icon is used to copy most of the existing program for modification,
program deletion and new program submission.

To Modify or Delete a Program, select the copy icon and follow the
instructions given for a New Program Creation.

Course Data Entry Help
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Help Descriptions

Paqge: Course Cover

Discipline:

Refer to the current catalog for the correct discipline listing for your course
submission.

Course Number:
Before assigning a number to your course, consider the following parameters:

e (010-099 Multipurpose courses applicable to the Associate
degree, but generally not to the Baccalaureate.

e 100-299 Basic lower division courses usually applicable to
both the Associate and Baccalaureate degrees (courses
numbered 100-199 are generally considered first-year level
and courses numbered 200-299 second-year level)

e 900-999 Courses not applicable to the Associate degree.

Check with the Instructional User Liaison in District Computing Services to
make sure a number hasn't been used before. In addition, any course
substantially similar in objectives and content to a SBVC course should be
given the same number as the SBVC course whenever possible. Dissimilar
courses must be given different numbers.

There are a number of other issues to consider when assigning a course 1.D.
number. The number should make sense in terms of the general progression
of numbers in the department and discipline. Prerequisites should precede in
numbering any classes requiring them. Sequences of courses should be
numbered accordingly. Some types of courses are assigned consistent course
I.D. numbers across all disciplines, including special topics courses (246,
247, 248), and work experience courses (198).

You should also consider articulation issues. For example, if you want
courses to transfer to the UC or CSU systems, consult with the CHC
Avrticulation Officer before assigning a number.
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Course Title:

This is the descriptor used to identify the course in the Schedule of Classes
and the CHC Catalog. The course title is all some students know about the
content of a course, so make it as descriptive as possible.

No two CHC courses can have the same title. For instance, "Fundamentals of
Physics" cannot be the title of an introductory and an intermediate course.
Consult the SBVC Catalog for parallel courses as well.

Catalog Description:

Write a short paragraph giving a concise overview of topics covered in the
course. The course description should be consistent with the goals,
objectives, and content of the course.

The heart of the catalog description is its summary of the course’s content. It
should be thorough enough to establish the comparability of the course to
those at other colleges, convey the role of the course in the curriculum, as
well as to distinguish it from other courses at the college. At the same time,
it should be brief enough to encourage a quick read. Make the catalog
description appealing and easy to understand.

Compose the catalog description using short phrases rather than complete
sentences. Consult the current catalog for examples.

Schedule Description:

The purpose of the schedule description is to convey the content of the course
in a manner briefer than the catalog description. It should contain the most
essential information from the catalog description in just a few lines. Like
the catalog description (perhaps even more so) students make the decision of
whether or not to take a course based on its schedule description. Make the
schedule description appealing and easy to understand.

Need for the Course:

The purpose of this section is to meet the need criterion spelled out in the
September 2001 Curriculum Standards Handbook published by the
California Community College Chancellor's Office. According to this
document, there must a "demonstrable need for a course or program that
meets the stated goals and objectives, at this time, and in the region the
college proposes to serve with the program.” Faculty interested in
developing a new program should begin the planning process by contacting
the Office of Program Development.
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Need may be demonstrated by:

e Data demonstrating student demand.

e Compliance with a transfer agreement.

o Job market information including statistical data, employer
surveys, and trend analysis.

e Compliance with the requirements of an accrediting agency
or agencies.

In this section, clearly state how the course fulfills a degree or certificate
requirement, or other need. Specifically, you should include information
regarding whether the course fulfills applies to and/or is a requirement of an
A.A. or A.S. degree and/or transfers to UC, CSU and other institutions. This
information should also be reflected on the “Course Outline Proposal and
Approval” form. The CHC Articulation Officer is responsible for negotiating
transfer and articulation agreements. Therefore, it is important that you
consult that individual as you write and/or revise a course outline to find out
what agreements are in place. DO NOT ASSUME YOUR COURSE
WILL TRANSFER TO ALL INSTITUTIONS.

If you are submitting course outlines which you hope to be approved for
either Intersegmental General Education Transfer Curriculum (IGETC) or the
CSU General Education Breadth Requirements, you should submit those
outlines the college curriculum committee NO LATER than the first week in
October.

If you are submitting course outlines which you hope to be approved as a
CHC general education course, then you must place the justification for why
the course meets a particular area of the general education philosophy in this
section.

This section may be composed either in paragraph format or as a list using
proper outline format.

Goals for the Course:

The goals of the course should follow from the need demonstrated. This
section should present the role of the course in the major programs or general
education areas it serves. Consider all of the following questions.

e How is this course appropriate to the college’s mission?

e How does this course fit into the general scheme of the
department(s) and/or program(s) which it serves?

e How does this course enhance the program(s) and/or department(s)?

o How does this course address the different concerns identified in
need for the course?

e How does the role of this course differ from that of similar courses?

Ensure this section speaks to the goals of the course, not the goals of the
students who take the course.

Some courses are not intended to be a part of an existing program approved
by the Chancellor’s Office. These courses are called “stand alone courses.”
Examples of stand-alone courses include interdisciplinary, pre-collegiate
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basic skills, English as a second language and orientation courses among
others. If yours is a stand-alone course, identify it as such in this section and
describe its role in the general curriculum. Stand-alone courses do require
independent State Chancellor's Office approval. See the Dean of Program
Development for assistance with this process.

This section may be composed either in paragraph format or as a list using
proper outline format.

Page: Units/Hours

As a California Community College, we must calculate unit/hour
equivalencies according to the "Carnegie Unit," a value incorporated into
Title V, Section 55002.5.

According to Title V, “one-unit of community college credit requires three
hours (of work on a student’s part) throughout a term of 16...weeks. For
lecture classes, this 3 hour requirement is traditionally fulfilled with one hour
meeting (in class) plus assignments that requires students to work two hours
outside of class.”

Therefore, a three-unit lecture course would meet in class for three hours per
week (1 hour per unit x 3 = 3). (The actual length of seat time in full term
classes at CHC may be slightly less than this since CHC semesters are 18
rather than 16 weeks.) Furthermore, instructors in a three hour lecture course
should assign work requiring students to work an additional six hours outside
of class (2 hours per unit x 3 units = 6)

Title V continues, “for laboratory classes, this three hour requirement may be
fulfilled by either 2 hours in lab plus assignments requiring students to work
1 hour outside of class or three hours in lab, (with) no assignments outside of
class.”

In general, the nature of a laboratory requires students to do the majority, if
not all their work, on campus in the laboratory. Therefore, the two hours
normally required for outside class work in a lecture course is spent in lab, or
less frequently divided between the lab and outside of class.

Following these guidelines then, Title V offers the following possible
configurations for the courses we teach most often, three and four unit
courses:

Three units of credit requires...

For lecture classes:
3 hours lecture with 6 hours of assignments outside of class

For lecture/laboratory combination classes:
2 hours lecture with 4 hours of assignments outside of class
AND
2 hours laboratory with 1 hour of assignments outside of class
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OR

4 hours laboratory with no assignments outside of class

Four units of credit requires...
For lecture classes:

4 hours lecture with 8 hours of assignment outside of class

For lecture/laboratory combination classes:

(Version 1)

3 hours lecture with 6 hours of
assignments outside of class
AND
2 hours laboratory with 1 hour of
assignments outside of class
OR
3 hours laboratory with no

assignments outside of class

(Version 2)

2 hours lecture with 4 hours of
assignments outside of class
AND
4 hours laboratory with 2 hours of
assignment outside of class
OR
6 hours laboratory with no
assignments outside of class

Other configurations between lecture and laboratory hours may exist. If you
have difficulty calculating the number of semester units or have questions,
see the Curriculum Committee Chair or your department’s representative to

the Curriculum Committee for assistance.

Minimum Semester Hours:

Assigning the amount of semester units a course earns allows you to
determine the minimum semester hours, or the minimum amount of class
time required for a given class. The minimum number of lecture hours for
one semester unit has been established as 16. So, for a 3-unit lecture course,
the minimum semester hours would be 48 (16 minimum semester hours per

unit x 3 units = 48).

For courses requiring types of work other than lecture, the California
Community College Chancellor's Office has established the following

equivalencies:

Type of Activity

Lecture
Laboratory
Studio
Field Work
Clinic
PE / Activity
Self Paced (Independent Study)

Minimum Semester Hours
Per Unit of Credit

16
48
48
60
60
48
48
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Always calculate the semester units to the nearest .25, rounding down rather
than up. DO NOT ROUND UP. For example, a 30-hour lecture course will
yield 1.875 units (i.e., 30 divided by 16). Rounded down to the nearest .25,
this will calculate at 1.75 units.

Note make sure to place the minimum number of semester hours for the

course, whether it's offered in a full term (18 weeks), as a late-start class, or
during the summer semester.

Page Objectives:

Effective instructional design begins with well written objectives. All
courses applicable to a college degree are required to demonstrate critical
thinking. As stated in the Statewide Academic Senate’s paper, Stylistic
Considerations in Writing Course Outlines of Record, “the incorporation of
critical thinking must be evident throughout the course outline but
particularly in the Objectives, Methods of Instruction, and Methods of
Evaluation. It must be clear that students are expected to think critically, are
instructed in how to do so, and are held accountable for their performance.”
It must be clear to students that they are expected to think critically,
instructed in how to do so, and held accountable for their performance. The
students must master the objectives and show through the methods of
evaluation that they have done so.

For the reasons described above, course objectives must also be measurable.
According to the Statewide Academic Senate’s website for Curriculum
Development, this is accomplished through using “active verbs for
observable behaviors.” For example, a course objective such as “to
understand the process of polynomial factoring” is neither active nor
observable. Instead, this objective should be written to require students “to
demonstrate the ability to factor a polynomial.”

A useful way to understand this concept is through Bloom’s Taxonomy.
Which utilizes verbs for cognitive, affective and psychomotor outcomes.
Keep in mind many courses will use only one category of outcomes.



Course Data Entry Help 37

Page: Course Content

Compose your course’s content section in outline format, using the outline
tool on this page. Arrange sections chronologically with major and minor
headings following whatever pattern you desire.

For general education courses the Course Content should be detailed enough
to convey the topics covered fully but not so lengthy that a quick scan cannot
ascertain the scope of the course. Do not merely copy the Table of Contents
of a textbook.

Be descriptive and illustrative, citing types and examples whenever
appropriate. Remember that the course content is not the same as a syllabus,
but you do need to detail the minimal topics covered by the course, regardless
of the individual instructor or section.

In many vocational programs the content is predetermined by the

accreditation body; therefore, the Course Content section for these programs
may be much longer.

Page: Entrance Skills

There must be a clear connection between the entrance skills listed in this
section and the exit skills of the requisite/recommended courses.

A. Requisite Skills

For courses with prerequisites or corequisites, list the specific behavioral and
cognitive skills that students must possess in order to successfully complete
the course. List only skills gained from the requisite course(s) without which
students will be highly unlikely to succeed in the course. Most often,
corequisite skills will take the form of certain lab procedures or clinical
experiences students need in order to comprehend the material presented in
lecture, or vice-versa. The "Requisite Skills" section will provides basis for
student challenges of prerequisites and corequisites. If a student can prove
that he or she possesses the listed skills, the challenge should be upheld.
Also consider that the objectives, course content and assignments and
methods of evaluation should also demonstrate why and how these specific
requisite skills are necessary for the successful completion of the course.

B. Recommended Skills

As with the requisite skills, list the specific behavioral and cognitive skills
that are recommended in order to successfully complete the course. List only
skills gained from the recommended course(s) without which students will be
less likely to succeed in the course.
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Title V states that "in all courses, except for computational or skill-
demonstration courses, the grading of students must include in part the
writing of essays.” However, as stated above, Title V also places limits on
English courses as prerequisites in any discipline other than English. For this
reason, recommended skills often involve the level of writing faculty expect
of their students. When revising or creating course outlines keep the
following points in mind:

o |f students are expected to be able to write coherent paragraphs in
order to pass your course, you should recommend that students
complete ENGL 015 before attempting your course.

o If students are expected to write essays or research papers

independently in order to pass your course, you should recommend
that students complete ENGL 101 before attempting your course.

Page: Methods of Evaluation

This item is specified in Title V Section 55002.a.3 as follows:

“The course outline shall also specify types or provide examples of required
reading and writing assignments, other outside of class assignments...and
methods of evaluation for determining whether students have met the stated
objectives.”

Keep in mind that the themes established by the course objectives must be
integrated into the methods of evaluation. Assignments in the course must be
appropriate to and measure the stated objectives. Furthermore, for degree
applicable courses, the assignments and methods of evaluation must require
students to think critically. Critical thinking involves course work that asks
questions for which there is not a single right answer or poses non-routine
problems and requires explicit analysis and evaluation of the answers against
criteria appropriate to the field.

Begin this section by describing and giving examples of assignments which
reflect the coverage of all the course objectives and course content. You may
wish to attach representative examples of assignments.

It is not necessary that the list of assignments and methods of evaluation be
comprehensive, only that it is representative of the types of work that
students might complete in order to demonstrate their mastery of the course
objectives. As with methods of instruction, the assignments and methods of
evaluation must set parameters for instructors, yet preserve their academic
freedom to structure the course to their strengths as an educator.
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In addition to listing graded assignments, give the basis for how the course
grade will be assigned. Describe what percent of the final grade in the course
should be based on a particular assignment or type of assignment. Use a
range rather than a fixed percentage, unless a fixed percentage is required by
an outside accrediting agency. For example, rather than a fixed percentage
such as “Exams equal 50% of final grade,” state that “Exams equal 40 — 60%
of final grade.” Ensure that the ranges allow each required method of
evaluation to be represented in the final grade. (This involves adding the
various minimum and maximum percentages to ensure the total equals
100%.)

Title V regulations do not allow community colleges to grade on the basis of
attendance alone. You may, however, include participation as a method of
evaluation. However, participation may not comprise any more than 10% of
the final grade in the course.

It is not necessary to include a grading scale (e.g. A = 90% - 100%, etc.) in
this section.

Page: Methods of Instruction

Describe the range of instructional methods appropriate for the objectives of
this course. If, for example, an objective of the course is self-criticism of
original work, lecture alone will not suffice as a method of instruction. Some
examples of methods of instruction include lecture, discussion, field trips, in
class exercises, group projects and so on.

If all instructors agree, you may list just one teaching pattern. However,
instructors have the academic freedom to choose how they will achieve
course objectives, so define parameters appropriate to the course but with
enough flexibility to accommodate different teaching styles. If various
methods can be used, describe the options fully.

The Statewide Academic Senate, in a paper entitled Components of a Model
Course Outline of Record recommends that the methods of instruction
“should provide real guidance to instructors in designing their class sessions.
For example, rather than stating ‘lecture’ the description might be *lecture
and demonstration by instructor, with in-class practice, including feedback,
coaching, and evaluation by the instructor.””

It is intended that the methods of instruction will list what is usual and
expected.
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Page: Resources

List several representative texts for the course. LIST A NUMBER OF
REPRESENTATIVE TEXTS rather than only one. Each of the texts listed
should be recently published and clearly recognized by those in the discipline
and at other institutions as major works that reflect the fundamental theories
and practices of the subject. This item is important since the selection of
texts plays a remarkably strong role in articulation of a course. Some
colleges and universities approve or disapprove courses for articulation based
on the text because they believe it is a good indicator of the rigor of the
course content. Where available, texts listed in the course outline should be
no more than five years old.

Page: Additional Resources

List any commonly required supplementary materials, such as student
resource manuals or computer software. Instructional materials may also
include a clinical or field syllabus required by an accrediting body.

Page: Requisites

This section allows you to identify the requisite courses or other conditions
necessary for enrollment in the course as well as identify those courses or
qualifications which are recommended, yet not required of students. The
following definitions should assist you in making this determination.

A prerequisite is a condition of enrollment that must be met before enrolling
in a course. A prerequisite is not a course we would like students to have
completed before entering another course, but rather a course which provides
instruction in skills “without which students will be highly unlikely to
succeed” in subsequent courses.

The SBCCD Policy for Prerequisites, Corequisites, and Recommended
Advisories allows for the establishment of specific prerequisites for
admission into a designated program. In order to establish a prerequisite for a
program, the proposed prerequisite needs to be approved as a course
prerequisite for only one specific course required as part of the program.
Thus, you can list "Acceptance into the Program™ as a prerequisite, as long as
the course(s) and other requirements which have been designated as
prerequisites to the program are approved as prerequisites for a specific
course in the program.

Furthermore, we cannot list high school courses as prerequisites for our
courses since we have no verification that students who successfully
complete the high school course have mastered certain skills unless we have
a Board Approved Articulation Agreement with that specific high school.
Title V regulations direct the articulation of high school courses through
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articulation agreements. See the Office of Program Development for more
information.

Finally, Title V states “a course in communication or computation skills may
be established as a prerequisite or corequisite for any course other than
another course in communication or computation skills only if, in addition to
conducting a content review, the district gathers data according to sound
research practices and shows that a student is highly unlikely to succeed in
the course unless the student has met the proposed prerequisite or
corequisite.” In other words, designating an English, reading or mathematics
course as a prerequisite in any discipline other than English, Reading or
Mathematics requires additional data collection. In general, these courses
should be listed as departmental recommendations rather than prerequisites.

A corequisite is a condition of enrollment that must be met while enrolled in
a course. For example, some natural science courses require a corequisite
laboratory for students to master the material. Like prerequisites, a
corequisite is not a course we would like students to take at the same time as
another course; the connection between corequisite courses must be clearly
demonstrated for the corequisite to be approved.

Keep in mind, it is possible for course A to be a corequisite to course B, yet
course B not be a corequisite to course A. For example, all students enrolling
in ASTRON 160, Astronomy Laboratory, must enroll in ASTRON 150,
Introduction to Astronomy. However, a student enrolling in ASTRON 150
may do so without enrolling in ASTRON 160.

A departmental recommendation is a condition of enrollment that is advised,
but not required of the student before enrolling in a course. Departmental
recommendations do not block students from enrolling in the class, so they
require less stringent scrutiny than prerequisites and corequisites.
Departmental recommendations are classes that develop skills and knowledge
that enhance the student’s ability to excel in the course, but without which the
student can still successfully complete the course.

If the prerequisite, corequisite or departmental recommendation of your
course involves the college’s assessment process, use the following wording
in the comment section:
course ID “or eligibility for” course ID *“as determined through
the CHC assessment process”
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Main Menu Bar

This section provides an overview of the main menu bar in CurricUNET.
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The Log Out text link will log you out of
the CurricUNET system.

The @ CurricUNET Home button takes
you to the Home Page of CurricUNET.
This page provides an entry point into the
system.

The Prefs area contains user personal
information as well as email notifications.

The Build area is where the artictulations,
courses, programs and packages are
created, edited or deleted.

The Track area is where proposals and
approvals can be tracked.

The Links area contains links to web
sites, outside the CurricUNET system,
which you may find useful.

The Search area is where all course,
program and user searches are conducted.

The Help area contains important contact
information and the CurricUNET user
guide.

The CurricUSEARCH area allows you
to search for course outlines at other
campuses that utilize CurricUNET.
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Six-year Review Criteria

Please use the criteria below in your assessment of the course.

Criteria

1. Isthe course content current?

2. Does the catalog description still accurately describe course content?
Does it include intended audience?

3. Are the prerequisite/co-requisite/advisory statements still
appropriate?

4. Are all assignments still relevant? (Appropriate Readings, Writing
Assignments, Appropriate Assignments that Demonstrate Critical
Thinking, Outside Assignments)

5. Do the required texts have accurate citations and are the publications

dates no older than 5 years? (exceptions are allowable under certain
circumstances, such as if the only text available is an edition more
than five years old or where pamphlets on government regulations
that haven’t changed are older.)

Follow the six-year review course revision proposal instructions. Even if the
course changes are minor or no changes are made, a course revision proposal
must be launched and complete the approval process in order to be officially
recorded as a “Six-Year Review”.
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Six-Year Review Course Revision Proposal Instructions

You may want have copies of the current course outline of record and the Six-Year
Review Criteria as references.

Even if the course changes are minor or no changes are made, a course revision
proposal must be launched and complete the approval process in order to be recorded
as a “Six-Year Review”. The type of proposal you will create is a Course
Modification (Including Activation).

1.

You should already be logged in to CurricUNET. If not log in using your
user name and password. (If you do not have a user name and password
contact your Dean to request access.)

From the main menu on the left side of the screen select “Courses” under
Build.

From the menu on the left side of the screen select “Course Update” which
will take you to a screen to search for the course you want to change.

Enter the search criteria to find the course record you want to change.
a. Select “Active” for Status
b. Enter the course number
c. Use the drop down menu to find the discipline
d. Click “OK”

The course will display in a list after you click “OK”. You will see several
icons to the left of the course and course title. Click on the “copy” icon,
which looks like two pieces of paper. Clicking this icon creates a new
proposal in the system, which is linked to the currently active record. (Once
the new proposal is approved the changes will replace the currently active
record.)

After you click “OK” you will see the Course Modification Screen. This
screen displays some basic information about the course.

On this screen there are two important fields that need to be filled out
correctly. The first is the “Proposal Type”. Since you’ve determined that
the course requires changes based on the six-year review criteria, you
should choose “Course Modification” as your proposal type.

The second important field to be filled out is the “Rationale” field. Please
be sure to fill in the box so those reviewing the proposal know that the
changes are in relation to the six-year review process.

Then click “OK”.

Once you click “OK” you will be on the main data entry page. On the right
side of the screen there are several data screens listed under “Course
Checklist”. Click on each title to display the different data entry screens.
Make changes as needed per your six-year review criteria. Be sure to
“Finish” each screen as you are done. This will confirm that all required
fields have been filled out. Please Note: If no changes are being made on a
particular screen it still needs to be marked as “finished”. Make sure all
required fields are filled out on the screen (marked with a red asterisk) and
click “Finish”.
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8. Once all the checklist screens are finished (they will be green with a check
mark in the box next to the title) you can complete the proposal process.

A green button with the word “Submit” will appear on the right side of the
screen when all required fields are finished. Click on the button to continue
the proposal process. The CurricUNET system verifies all required fields
are filled out and it assigns the correct approval process for the proposal
type you selected.

9. Once you click on the “Submit” button you should get a message that says
the audit was successful, click on the “My Approvals” link to start the
approval flow for your proposal.

10. Since you created the course proposal you are the “originator”. Select
“originator” from the drop down menu and click “Next”.

11. After you click “Next” the screen will display any proposals you have
created which require you to take action. Find the course proposal you
created and note that it is at “Level 1: Pre-Launch” (This is the first step in
the approval process)

Click on the “Action” button. Now you will see the course and title listed
and a text box in which to make comments if desired. The action selected is
“Pre-Launch”. When you are ready click “Submit”

Congratulations! Your course proposal has started the approval process.
However you have one more step to take in the approval process. Once
your college’s dean, librarian and articulation officer have reviewed your
proposal you will be required to launch your proposal through the rest of the
approval process. CurricUNET will send you an e-mail message when the
articulation officer has reviewed your proposal indicating it is ready to be
launched; then follow these few steps:

1. Login to CurricUNET with your user name and password.

2. Click on “My Approvals” from the main menu on the left side of your
screen.

3. Choose “Originator” as the role from the drop down menu and click
“Next”

4. Find the course on your list of approvals (note it is at “Level 3:
Launch”) to be launched and click “Action”

5. Make any desired comments and click “Submit”

Your proposal will continue through the approval process and be reviewed by the
various positions in the approval process. It may require some minor changes or
edits as your college curriculum committee reviews it and/or when Curriculum
Committee reviews it, in either case you will be notified.
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Checklist for New or Revised Course Outlines

Use this checklist as a guideline to evaluate courses submitted for Curriculum
Committee Approval.

Technical Yes No Content
1. Discipline
If it is a new discipline, does it ] [l
have a proper TOP code
abbreviation?

2. Course Title

Is the course title properly [l ]
capitalized

Is the course title different than Ol [l
the titles of other courses in the

college catalog?

] ] Is the course title descriptive of
the course?

O ] Wil the title give students a
clear and helpful idea of the
content of the course in the
schedule of classes and college
catalog?

3. Course ID
Has the course number already
been assigned to another
course?
Check with the SBVC catalog to | O]
align the course numbers if
appropriate
O 1 Isthe course numbered

appropriately based on the
content of the course (e.g. 900,
000, 100 or 200 level)?

O 0 Is the course numbered
appropriately based on the
sequence of courses in the
discipline?

O 1 Isthe course numbered
appropriately based on
prerequisites, corequisites or

departmental
recommendations?
4.A. Prerequisites
Does the course have a O O
prerequisite? (If no, go to 4.B.)
Does the prerequisite listed [l L]
teach the required entrance
skills listed in the outline?
O O Have the entrances skills been

matched to demonstrate that
without the prerequisite,
students would be highly
unlikely to succeed in the
course?
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Technical
4.B. Corequisites
Does the course have a
corequisite? (If no, goto 4.C.)
Does the corequisite listed

teach the corequisite skills listed

in the outline?

Yes

O

4.C. Departmental Recommendations
Does the course have

departmental

recommendations? (If no, go to

5.)

Does the departmentally O
recommended course teach
recommended entrance skills in

the course outline?

O
5. Semester Units
Have the units been correctly O
calculated to the nearest .25
unit?

6. Minimum Semester Hours

Have the minimum semester [l
hours been calculated properly

based on type of instruction and
semester units?

7. Need for the Course

No

O O

O

Content

Have the entrance skills been
matched to demonstrate that
the course and the corequisite
need to be taken
simultaneously?

Have the entrances skills been
matched to demonstrate the
need for an advisory?

Does the course outline clearly
state how this course fulfills
degree, certificate, transfer or
other requirements?

Is the need for the course
supported by student demand,
compliance with transfer
agreements, matriculation
data, and/or job market
information?

Is the course not redundant of
existing courses?
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Technical
8. Goals for the Course

9. Catalog Description

Does the course description
clearly communicate to students
what they will learn in the
course?

Is the course description
consistent with the goals,
objective and course content
listed elsewhere in the course
outline?

Is the catalog description brief, in
phrases rather than full
sentences and without
grammatical errors?

10. Schedule Description
Is the schedule description a
clear summary of the catalog
description?

11. Entrance Skills

A. Required Skills
Does the course have
prerequisites and/or
corequisites?
Are the required skills listed
matched with the course
objectives listed in the
prerequisite and/or corequisite
course outline(s)?

11. Entrance Skills

B. Recommended Skills
Does the course have
departmental recommendations?

Are the recommended skills
listed matched with the course
objective listed in the
departmentally recommended
course outline?

Yes

No

O

Content

Are the goals of the course
stated in terms of how the
course helps fulfill the college’s
mission?

Are the goals of the course
stated in terms of how the
course is distinguished from
other courses in the discipline?
Are the goals of the course
stated in terms of how the
course enhanced the program
and/or department’s
curriculum?

Are departmentally
recommended writing courses
chosen appropriately?
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Technical
12. Course Objectives

Content

Does each course objective tell
the student what they are
expected to do in the course?
Do the objectives correlate with
the course content,
assignments, and methods of
evaluation listed elsewhere in
the course outline?

If the course is degree
applicable, do the course
objectives use terms that
demand critical thinking
including cognitive, affective
and/or psychomotor outcomes?
Do the course objectives use
verbs that are active,
observable and measurable?
Are the number of course
objectives listed sufficient, yet
not overwhelming?

13. Representative Texts and Instructional Materials

Are the author(s), dates of
publication, titles, editions, city
and state of publication and
publisher of the texts listed in
correct APA hibliographic
format?

Are the texts and instructional
materials the most recent
editions available?

Is more than one text listed in
the course outline?

Are instructional materials listed
appropriate to the type of
course being proposed?

14. Course Content

15. Methods of Instruction

Does the course content
correspond with the course
objectives listed in the course
outline?

Are the methods of instruction
appropriate for the presentation
of the course objectives listed in
the course outline?
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Technical Yes No
16. Assignments and Methods of Evaluation
Are a number of methods of
evaluation listed, with an
appropriate percentage range
for each?
Is attendance not listed as a L] [l
method of evaluation and
participation no more than 10%
of the final grade?

O O
O O
O O

Content

Do the assignments listed
prepare the student to meet the
course objectives listed in the
course outline?

Do the methods of evaluation
listed appropriately evaluate the
students mastery of the course
objectives listed in the course
outline?

Are the assignments and
methods of evaluation
described in sufficient detail to
ensure rigor of the course is
maintained?
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	A useful way to understand this concept is through Bloom’s Taxonomy.  Which utilizes verbs for cognitive, affective and psychomotor outcomes.  Keep in mind many courses will use only one category of outcomes.
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